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POLI CE COMVUNI CATI ONS OFFI CER |

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This is responsible and skilled work in performng police
comruni cations duties and assisting in and nmonitoring the work
activities of lower |evel enployees. Enpl oyees of this class
performthe sane duties as the |lower |evel enployees but at a
hi gher skill level and with a greater degree of discretion and
i ndependent judgnent. Work involves assigning work tasks and
providing training tolower | evel enployees, performng clerical
and mai ntenance duties, testing equipnent, docunenting work
related conplaints from police officers or the public and
preparing shift reports as directed. The class differs from
that of Police Comrunications O ficer | because of the higher
| evel of skills and responsibilities and the higher degree of
speed and assurance in the performance of their duties. Wirkis
revi ewed and supervi sed by the Police Communi cati ons Supervi sor.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which nmay be assigned. neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Partici pates and assists |lower |evel enployees in nonitoring
police radio traffic and calls for energency services; keeping
track of the location of officers on duty; receiving reports of
conplaints and requests for service; applying established
priorities and procedures in dispatching officers to calls for
service; assigning backup wunits; notifying supervisory and
special unit personnel of calls for service in accordance with
est abl i shed procedures; and arranging for satisfaction of calls
for additional assistance.

Mai nt ai ns records of service and conplaint calls, classifying
calls for service according to established codes; operates
conputer termnal 1in requesting or reporting information
regarding offenders and vehicles and in entering data;
conmuni cates by teletype with other |aw enforcenent agencies,
and documents work related conplaints for review and
consi deration by supervisor

Monitors direct lines, bank and other alarm signal boards;
mai ntains files to facilitate speedy responses by assigned
officers; and assists lower |evel enployees in receiving
i ncom ng conplaint and service request calls.

Provides intensive training to new enpl oyees and thereafter on
an ongoi ng basis to insure a conpetent and efficient work force.
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Provides information to supervisor relative to work performance
and behavior of |ower |evel enployees for use in preparation of
enpl oyee performance eval uati ons.

Call's state police or other | aw enforcenent agenci es by phone or
radio to send or receive nmessages concerning auto |icenses,
drivers |icenses, runaways, crimnal records, etc.

Notifies repair crew and supervisor of any malfunctioning
equi pnment; nonitors the general care and use of assigned
equi pnment; inspects equi pnent on a regular basis to assure that
it is in proper operating condition.

Prepares for shift change by briefing oncom ng shift or by being
briefed by outgoing shift, checks records from previous shift,
prepares shift reports and assenbl es necessary supplies and
equi prent .

Keeps logs, records, files, and lists by making entries on a
regular basis or by periodically reviewing and up-dating
i nformation.

Files report forms, cards, |ogs, tapes, or other items for
future reference; fills out fornms, reports, or official
docunments required by the departnment.

Perforns rel ated duties as assigned.

NECESSARY KNOWLEDGES, SKILLS, AND ABI LI TI ES

Knowm edge of the street system and geography of the city and
adj acent areas.

Thor ough know edge of the principles involved in the operation
of radio, telephone, and related emergency conmnunication
equi prment .

Ski || in the operation of conmunications equipnent and
al pha- nuneric conmputer term nals.

Ability to operate radio and tel ephone equipnent quickly and
accurately under heavy | oad conditions.

Ability to speak clearly and concisely in a well-nmodul ated voi ce
and to use good diction.

Ability to think and act quickly, calmy, and with accuracy in
emer gency situations.

Ability to maintain required records and reports.

Ability to establish and maintain effective work rel ationships
with the public and with other enpl oyees.
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Ability to lead and train |lower |evel enployees in the proper
operation of all police comunications equi pnent and procedures.

QUALI FI CATI ON REQUI REMENTS
Unl ess otherwi se stated, all requirenents nust be net before
adm ssion to exam nation.

Must nmeet all requirenents of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

Must be a regul ar and pernmanent enpl oyee in good standing in the
class of Communications Officer I with at |east three years
service from date of probational appointnment in that class.

After offer of either enployment or pronotion to a position nust
meet and maintain any medical and physical fitness standards
desi gned to denonstrate good health and the physical ability to
perform the essential duties of the position, with or wthout
accommodation, as determ ned by a qualified nmedical physician
and adm ni stered by the Appointing Authority.
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